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Purpose

» Purpose of this session:

» To provide training on the ASSIST Central Invoice Service
workflow
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In This Training, You Will Learn...

» The overall process for contractor invoice submission
and invoice acceptance
= How to access CIS
= How to submit invoices
= How to monitor in-process invoices
= How to view invoices and acceptance reports for an order

» Duration of training: 60 minutes
» Question & answer session: 30 minutes
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Topics

» Introduction

» High-level Workflow

» CIS Navigation

» Invoice Submission

» In-Process Invoice Tracking

» Invoice History & Acceptance Report Form
» Other Considerations
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Overview

» New centralized system

= Contractors to submit invoices
= Clients (your customer) to accept goods and services
= GSA employees to accept invoices

» Integration with existing acquisition systems provides an
Intuitive, contiguous user experience

» CIS introduces four new ASSIST pages:

» |nvoice form: Official invoice document

= Acceptance Report form: Documents invoice acceptance

= [nvoice History page: All invoicing activity for a specific acquisition

» In-Process Invoices page: Provides tracking of invoice processing activity
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Business Drivers

» The ASSIST Central Invoice Service was designed to
provide:

» |ncreased functionality

* New data validations result in better quality invoices, thus fewer
rejections

» |mproved efficiency

« A centralized, simplified invoicing experience for GSA contractors
o System accepts official invoice; no ‘draft’ invoices

» Improved efficiency for invoicing and acceptance processing
o Single invoice submission rather than 3-way match of ITSS Acceptance Info doc to VITAP invoice

* Reduced systems and training overhead
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Contractor Benefits

Y VYV

Y VYV

Common invoicing experience for contractors with acquisitions in TOS and
ITSS

Fewer rejections, as the service includes streamlined, enhanced invoice entry
and validations to prevent submission errors

Greater transparency with invoice payment tracking information

For ITSS acquisitions...no more dual submission!...a single invoice
submission into the Central Invoice Service eliminates any need for redundant
submission to GSA Finance and ITSS

Better reporting via real-time, on-demand reports available at your fingertips

Convenient summary details about historical and in-process invoices
combining all invoices across applications

Improved help content with extensive ‘tool-tips’ and ‘in-form’ help
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Systems and Acronyms

Assisted Acquisition Services Business Systems (AASBS) )
AASBS refers to this overall group of GSA applications used by the GSA.
ASSIST PORTAL
ASSIST is a new platform that provides services to other GSA applications.
| \
Regional Business ASSIST National Business
Applications (RBA) Applications (NBA)
RBA is an ‘umbrella’ term fo refer to Central Invoice Service (CIS) NBA is an ‘umbrella’ term to refer to
applications used by the GSA Regional Central Registration applications used by the GSA FEDSIM
Offices. Group.
B & P "X a NE N
(Contract Payment|| IT Solutions Tracking and
Reporting Module || Shop (ITSS) Qrdering System
(CPRM) (as)
ITSS is a web-based
Intemal GSA . purchase order TOS is a web-based Intema' GSA
systems CPRMis a web-based system to facilitate purchase order system systems

post-award task order development of to facilitate development
tracking and reporting delivery and of indefinite delivery

system for GWACs purchase orders vehicles, delivery and

angoorfzirdthC within FAS purchase orders within
\K I\ : LN programs. Y, @AS FEDSIM programs. ) ) )
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Contractor Submits Invoice Client Accepts GSA Approves Invoice GSA Finance Remits
)300d8 and Services Payment
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CIS NAVIGATION
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How to Access CIS plint o
[In-Processlnvoices ]
» Welcome Page —>

» TOS Order Package displays “Invoices and Acceptance Reports” link
directing users to the Invoice History page for the acquisition

Invoice History
1oy )
Create New Invoice
a new invoice
9 x| Summary
‘2 Order Package Ordec 10 /
=4 Order Package 1248
=43 Award 2013-12346 s enant e
AAAAAAAAA “-Award 1 Approved Wwvoice Toul $56,584.706.84
[] ‘ voice CreditsiAdjustments so0oq
Invoices and Acceptance Reports ] POP Start Dato 061122013
IAH Active Orders By PIID ] POP End Dase 0611288
Invoices
invoice/Acceptance Report Invoice Number Invoice Date tavoice Amount Approved Amo
No ftar appled
AHDG101421482775 oN1172004 $6.000 00 $0.00
fmvolcs | Aconpisacs Ropont Sxamph 1A 041072008 $42903.02 $92903 02
Example1B DN1072014 511335744 $13357T M
Mveics | Acuptaoc Fapsd ExghiC DVIA2014 $5311325 3¢ $5311.3254
Expmph 1D D3132014 $B 957 334 66 $8 957 334 66
co | Accwptasoce Repoat Exampe1E 0201402008 $1.694.203 06 $1.694 203,00
ExampletF 121572013 $3.264 532 88 $3.265 532 48

11
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How to Access CIS

» ITSS Order Package displays “Invoices and Acceptance Reports” link
directing users to the Invoice History page for the acquisition

Invoice History

Create New Invoice

Croate New invoice Button to create
a new invoice

Summary
Orders - Entire Package Order 1D 1D0714003
Award A £60.000.00
Next -> | Approved knvoice Totsl $9.582 00
levoice Credits/Adjustments (5440 09)
" Brder Packige POP Start Date 11012014
w |D07140045-COI Test Client_User (Example Organization) ; S
POP End Date 123172014
> 01 BOM/SOW ID07140029 - 000 Version 00 Amendrgei
[Invoices and Acceptance Reports ] z
Invoices
InvoicelAcceptance Repornt tnvoice Numbar Involce Date Involce Amount Approved Amount

Na fiker applied

BlingsScn 124617542 eana0te £2.000 00 $0.00
Flutfeed 1014424617342 00102014 $200002 $2.000 00
olce | Acceptance Report TESTINVODD224861734Z oD2012 $400000 $4,000.00
TeatinvDD0 124617342 CAD52014 £3000 sa.00
TestD9042014A24617342 oabL2012 $£40 00 $0.00

DFTA505A24697342 o020t $4.000 00 $4,000 .00

12
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Navigation within CIS

INVOICES 1

» Order Navigator
= Displayed on “view” CIS pages - Provides

navigation throughout the entire order
vackage >

v Order Package
Task Overview Report
v |D07140029-COI Test Client_User (Example Or
> 01 BOM/SOW ID07140029 - 000 Version 00

Invoices and Acceptance Reports

. Acceptance Report Invoice
» Invoice/Acceptance Report = : _
. . . . Invoice Summary Contractor Invoice
= Links allow quick navigation between HI] wswn ket
pag es Invoics Amount $17 24337 Accopsance Repor

13
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Help

Enter an invoice number up to 14 alpha-numeric
characters. Field cannot be blank and must be
unique for the order submitted. ACT Number is

» Several resources are provided to e et
guide GSA users through the CIS 0 21452775
forms and workflow: / S e

» Field “Tool Tips” = provides guidance on data
entry fields Balance &

= [nformation Icons - provides guidance on read- / $42,478.00

only elements

(877) 472-4877 | ConTACT Us 8
AASBS helpdesk@gsa.gov =

= “Help with this Page” - provides overarching

help documentation for specific modules and
related processes \

Help with thiz Page

14
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INVOICE FORM &
SUBMISSION



Invoices and Acceptance Reports

o Invoice Form
ke —~ /\
= ()= ey,
5 Attach file copy of Submit the
Login to ASSIST Search for Select the Invonces’ar‘\d Fill _OUt the invoice and other fstin
your order Acceptance Reports’ Link Invoice Form required supporting
documents

ITSS: Use ‘ITSS Quick Links Portlet’
TOS: Use ‘Industry Partner Awards Portlet’

NI VI IAUvUL

= Remittance address
= Points of Contact
= Schedule of Supplies and Services

» An attached copy of the invoice and other supporting documents is
mandatory

16
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Invoice Form — New Form — Top of Form
WELCOME, TestUser

GSA ASSIST (877) 472-4877 | CONTACT S ®

AASBS helpdesk@gsa gove

Create New Invoice
Invoice submission is not complete until all validation messages are resolved and system confirmation is received.

1)

: Invoice Number
Contractor Invoice pieciiake CIS appends the ACT Number to the end of each
lovoice Number * invoice number in order to ensure a unique number
. is transmitted to the GSA Finance system.
Submitted By Test Usemame
Email Test_Usemame@example com ) )
Your contact information
Phone (858)123-4567
Fax £8) « C . . . . oFr
sl A . Partial” means this is not the final invoice for the acquisition
Final or Partial Invoice Partial [+]
Discount Terms Net 30 Days / 0 %[0 Days May offer improved Discount Terms for individual invoices —

defaults to contract terms on the most recent award
Contractor Comments

Comments

Order Information
Order ID ID07140029

17
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Invoice Form — New Form — Mio

Order Information

Order ID 1D07140029

ACT Number A11155544

PID GS07Q14BGA0D06
Award Date 05/28/2014

Award Amount $50,000.00
Contract Number GS07Q14ABC0123
Contracting Office Region 07

Contractor Company Information

Company Name Test Company Name, Inc

Classification Small Disadvantaged
DUNS 123456789
NAICS Code(s) 123456

Remittance Address ©

Company Test Company Name, Inc
Street1 123 Main Street

Street2

City, State, ZIP Anytown, CA 91122
Country United States

Phone N/A

Fax N/A

GSA Point of Contact

Name GSAUsemame
Email GSA Usemame@gsa.gov
Phone (858)123-9988
Fax (858)123-3899

High-level Order
Information

Company
Information

Remittance information
from the last awarded mod

GSA CSR or PM
associated to order

dle of Form

Shipping Information

Date Delivared
Shipment Number
F.OB Poin
Governmant BL No,
Delivery F.O.B Date

Shipping Comments

The Shipping Information
section will appear for TOS
orders

18
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Invoice Form — New Form —
NBA Schedule of Supplies and Services

The invoice total may not be
greater than the available balance

Schedule of Supplies and Service- o ) o Invoice Amount field is
Available Balance $40 111,920 16 The line item begin and end dates must be within calculated as data is entered
POP StarEnd Dats Range 0611272013 067112014 the Period of Performance Date Range
Item Invoice
] Niiabier Description Quantity Unit Unit Price Amount © Begin Date End Date Ship Date
> 0001 Labor 0 EA $0.00 $0.00 3 3 =
B 0003 Long Distance Travel 0 EA $0.00 $0.00 G 3 2
- 0004 Tools 0 EA $0.00 $0.00 3 5 3
> 0005 Other Direct Costs (ODCs) 0 EA $0.00 $0.00 = 3 =
Invoice Total $0.00
L Begin Date and End Date must be
Triangle icon / Invoice total will update entered for service line items; Ship
dynamically as data is Date for commodities and deliverables

twistie entered for each line item

Schedule of Supplies and Services
includes all line items from the most
recent awarded modification

19
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Invoice Form — New Form —
RBA Schedule of Supplies and Services

Schedule of Supplies and Services
b~ =
/ | 2 Item Number Description POP/Delivery Date Invoice Amount @ Begin Date \
| 4 0001 COM item with surcharge 01/31/2014 $0.00
[ 2 0002 LAB item with surcharge 01/01/2014 - 12/31/2014 $0.00
» 0003 COST item with surcharge 01/01/2014 - 12/31/2014 Schedule of Supplies and Services
includes all line items from the most
Triangle icon 4 0004 FFP item with surcharge 01/01/2014 - 12/31/2014 recent awarded modifica‘[ion /
/ Twistie ‘
| ] = L Sy | aen nn
Schedule of Supplies and Services
» Item Number Description POP/Delivery Date Invoice Amount © Begin Date End Date Ship Date
> 0001 COM item with surcharge 01/31/2014 $0.00 &
’ 0002 LAB item with surcharge 01/01/2014 - 12/31/2014 $0.00 = o
B 0003 GOST item with surcharge 0110112014 - 12/314/2014 $0.00 3
> 0004 FFP item with surcharge 01/01/2014 - 12/3112014 $0.00 B 3
_— Total Invoiced
Invoice Total 0. Amount Enter Invoice Amount ] )
e iU Enomey foreachrow, leave  Fmpmem Enter the Invoice Service
$0.00 on any rows not Dates or Ship Date for
included on invoice —— eachline item that has an 20

invoice amount
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Invoice Form — New Form — RBA Breakout

» |ITSS feature only: orders can be set to require the contractor to
breakout line items into work categories on the invoice form

» Purpose is to enable GSA to itemize client bills into the following

categories:
= COM (Commodity), Labor, ODCs (Other Direct Costs), Travel,
Deliverables

Breakout ©

Disyibute the full Invoice amount to the sppropriats BIll Types for sach em listsd balow

Item Number  Description Invoice Amount  Amount Left to Distribute com ODCs Travel Deliverables
[ 1 LAB1 $500 00 $000.00 $000 $0.00 £0.00

2 LAB2 $0.00 $0.00 $0.00 $0.00 $0.00
E COM $150 00 $150.00 $0.00

4 COST $0.00 $0.00 $0.00 $0.00 $0.00

5 FFP $0.00 so¢  Values must $0.00 $0.00

be distributed

21
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Contractor View of New Invoice Form
— Attachments

Phone (858)123-9988
Fax (858)123-3899 . Central Invoice Service
A
G S‘,\ You are signed in as K5 0t
Schedule of Supplies and Services | |ATTACHMENTS
) Item Number Description fatuon 1o
’ 001 test 7Frirlwe7 lr.rlrl;lro;zrui;;ﬁnes and PraT:u'ces
* Maximum file size is 50 M8 Click ‘Return to Form’ to
» Filenames must be unique across the entire order, mcluding rejected d nt
of dupicate fles complete the upload process s
» Please minimize the use of special characters in document filenames
i » It is recommended to upload one file at a time if uploading large files sizes
lnv°lc. Total so'oo . Fl;e upload time 15 dz:endem upon file size and :et\vorl:‘ipeegd 5
» Uploading files at maximum size can take anywhere from a few minutes to 30 minutes or more for slower networks
o Nofe that the browser's built in progress bar does nof reflect the progress of the actual file upload.
. Please attach your applicabl i d
File Attachments Order 10: 1007140029
z . . o PID # GS07Q14BGADDD6
You must attach a copy of your invoice, to include any requireq invoice Number: AH092214 ] 7
Attachment #1: [CBrowse..... ick * ’ i
Manage Attachments et Browse...| Click ‘Browse’ to open a dialog
. | escriptiond invoice Aachment - ~ boxto find a file on your computer
C“Ck to Open the Attachment #2: Browse.
Tis invoice repart has no attachm  Attachment form Description: nyoice Atachment
Attachment #3: [ Browse... |
Description: jnyoice Atachment
Submil Invoice e [Bwwns..
Subm|t button Description: |nyoice Atachment
Attachment #5: | Browse...
Description:| |nyoice Attachment
— ' 2
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New Invoice Form Submitted

WELCOME, Test User

GSA ASS'ST (877) 472-4877 | CONTACT US ®

AASBS helpdesk@gsa.gove

v Order Package
Task Overview Report
+ |D09140041-COIClient Namne {Organization)

p 01 BOWSOW ID09140041 - 000 Version 00 : Halp with this Page
Create New Invoice
System presents the

Invoice History page with

the Success message

Invoice History

& The Invoice Form has been Successfully Submitted.

Involces and Acceptance Repons

Summary

Order ID 1009140041
Award Amount $80,000.00
Approved Invoice Total $4,057.96
Invoice Credits/Adjustments $4.00

POP Start Date 01/01/2014
POP End Date 12/312014

Invoices
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Client and GSA Recelve Email Notification

» CIS will notify GSA users via system generated emalil
when an invoice is awaiting acceptance

H ¢ » ¢ = ?2 B - 0O %X
MESSAGE

~ N N 8 m i [% cPRM 7 GWAC e v = S o i
(B Ignore x e |L*(l 3 £ Meeting  [¥ CPRM / GWAC .. - Vi SRules E Mark Unread a% #% Find q
Em &3 To Manager v _@ OneNote : H Categorize ~ [) Related ~
& Junk- Delete Reply Reply Forward BT Email —| Move __ . Assign Translate Zoom
- Al ) More - eam tmal > . [P Actions~ Policy ~ [* Follow Up ~ ¥ [ select -
Delete Respond Quick Steps ] Move Tags ] Editing Zoom ~
Wed 8/27/2014 12:46 PM
\-S0U1_al : =501IULONS.gs4a.gov
Invoice AH08191401 Submitted for Order ID07140067 (PIID: GS07Q14BGP0006)
To Test User

Message L NV AH08191401.pdf (9.8 KB) TE] Invoice_uploaded.pdf (17 KB)
Bing Maps Action Items + Get more apps

Invoice AH08191401 for Order ID07140067 (PIID: GS07Q14BGP0006) has been submitted by Test Company. Inc. for your review.
Please follow the HTTP Reference below to review:

 Acceptance Report

THIS IS AN AUTOMATIC EMAIL NOTIFICATION FROM GSA ASSIST. PLEASE DO NOT REPLY. YOU MAY RECEIVE AN ERROR
MESSAGE. IF YOU HAVE QUESTIONS REGARDING THIS EMAIL. PLEASE CONTACT THE AASBS HELP DESK AT 877-472-4877.
THANK YOU.
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INVOICE SUBMISSION DEMO
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IN-PROCESS INVOICE
TRACKING
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In-Process Invoice Tracking

» CIS will notify GSA PM/CSR and your Client via system generated email
when an invoice is awaiting acceptance (upon invoice submission)

» Contractor users are able to track invoices awaiting payment via the “In-
Process Invoices” page accessible from the ASSIST Welcome page “Direct

Access to Web Services” portlet

Direct Access to Web
Services

[ In-Process Invoices |

25
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IN-PROCESS INVOICES DEMO
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INVOICE HISTORY &
ACCEPTANCE REPORT FORM
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TOS & Invoice History

[ ASSIST m?) 472-4877 | CONTACT Us ® E
AASBS helpdesk@gsa.govm ‘
Px| " , I
&3 Orda| ~ Ovder Package Invoice History
8- Task Overview Report N Hely Wit thes Page L=
H Invnices and Acceptances Reports Create New Invoice
1 Page-level help
Jaiaci| Left-hand navigation
Summary
Order 1D 12347
Award Amoumt $96 696 627 00 .
3 R > Table contains all
Appraved Invoice Total $55,584,706 84 q q
: A g invoices for the order.
nvoice Cradits STIMants 0 g q
S Click a table heading
! 061272013
e 2 to re-sort the table.
POP End Date 0&n12014
Invoices
InvoicelAcceptance Report Invoice Number Invoice Dste Invoice Amount
F"ter : No fiter appled
iCOﬂ nvoice ARD9231421482775 09232014 $8,500.00
nepice AHOS221421482775 0232014 $17.800.00
nyuice ARD91D1421482775 12614 $6,000.00
woice | A . . $92.903.02
aice | A Links to Invoice and $113007 42
nvoice | Accaptance Rapont Acceptance Report forms $5 319326 34 )

28
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ITSS & Invoice History

(MY ASSIST

INVOICES «

+ Ordar Package

Task Qverview Raport

* 007140036-COl Test Chent_User {(Example Or

Selectqd | o1 GOMSOW IDN7140029 - D00 Varsion 00
<< \/j Invaices and Accuptance Reports
Go to a
Order Left-hand navigation
Next ->»
¥ Orde

ID(

b

Filter
icon

Invoice History

Create New Invoice

Create New Invoice

Summary
Order ID IDOT140025
Award Amount $50,000.00
Approved Invoice Total $0.00
invoice Credits/Adjustmaonts $0.00
POP Start Date

POP End Date

Invoices

InvoicslAcceptance Report
3 No filter applied

Involce Number
Tes10902201411155544

invosce

Links to Invoice and
Acceptance Report forms

WELCOME, o
(877) 472-4877 | CONTACT US

AASBS helpdesk@g

Help with his Fage

Page-level help

Table contains all
invoices for the order.
Click a table heading

to re-sort the table.

Invoica Date Invoice Amount

0902/2014 s1000

e * Log Out

29
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Acceptance Report Form

» The Acceptance Report form is the companion form to the Invoice
form
= Enables the client and GSA to perform their acceptance steps for the invoice

» Documents invoice acceptance — invoices may be:
= Accepted - Payment of invoice approved in full
= Partially Accepted - Partial payment of invoice
» Rejected - Invoice rejected in full

30
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Acceptance Report Form — View Mode
Top Portion of Form

(LYY ASSIST

v Order Package
Task Overview Repont
+1D07140034-COI Client Name {Organization)
p 01 BOM/SOW ID07140034 - 000 Version 00

Invoices and Acceptance Reports

Navigation option to
access the order package

Acceptance Report

Invoice Summary

Invoice Number
Invoice Amount
Contractor Company
Submitted By
Invoice Date

Final or Partial Invoice
Status

Order ID

ACT Number

PlID

Contract Number
Discount Terms

Contractor Comments

WELCOME, Test User

TESTINVD00224617342
§4,00000

Test Company Name, Inc
Test Username
09/09/2014 04:13:15 PM
Partial

Accepted, FSC Accepted
ID07140034

A24617342
GS07Q14BGPO0D1
GS07Q14ABC0001

Net 30 Days / 0% 0 Days

Test

(877) 472-4877 | CONTACT US ®
AASBS helpdesk@gsa qove

Click the Invoice Number link
to view the Invoice Form

Ha2ip wan this Page

Use the ‘Help with this
Page’ to access detailed

form-level help

Invoice submission date

Status indicates current point
in the workflow

Contractor Comments from

= -

Invoice form

31
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Acceptance Report Form — View Mode

Performance / Ship Dates

Mlddle POI’tIOﬂ Of FOrm for the task items invoiced

Cantractar Invojced
v Order Package “1;
item
Task Overview Report A
v I1D07140034-COI Chent Name (Organization) 4 \
b 01 BOM/SOW IDD7 140034 - 000 Version 00 Contractor Invoice Begin End Ship GSA Acceptance \
Invoices and Acceptance Reports Amount Date Date Date Amount
$1,000.00 N/A N/A 08109/2014 $1,000.00
$1,000.00 01/01/2014 01/31/2014 N/A $1,00000
$1,000.00 01/01/2014 01/31/2014 N/A $1,000.00
$1,000.00 01/01/2014 01/31/2014 N/A \ $1,000.00 /
GSA Accepted
Amounts
or
Attachment_s 0 ArE System generated PDF
Invoice copy of the invoice form

32
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Acceptance Report Form — View Mode
Lower Portion of Form

CONMTECTOT MVOoTICE Totar, [ VU TU

v Order Package
Task Overview Report GSA Accepted total: $4.000.00
v 1D07140034-COI Chient Name (Organization)

b 01 BOM/SOW IDD7 140034 - 00D Version 00 . .

File Attachments Uploaded to Invoice by Contractor
Click a Link to Download an Attachment

Invoices/Vouchers - (INV_TESTINVDD02 pdf) Invoice Submitted for invoice# TESTINVD002

Vouchers - (Test+document+upload+7 bd) Invoice Atachment

Invoices and Acceptance Reports

GSA Authorization

GSA Authorization Date 09/10/2014 034139 PM

Authorized By GSA Usemame GSA acceptance information
Authorization Accapted

GSA Review Comments Test

Edit History

Recent Edits

"

GSA Usemame, 2014-09-10 03:41:39 PM Edit history
Chent User, 2014-09-10 02:47.01 PM

33
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OTHER CONSIDERATIONS



IGS(A"

Federal Acquisition Service

Invoice Payment Information

» Payment made by GSA Finance indicated on the
Invoice form Invoice

Contractor Invoice

u P aym e nt Statu S Invoice Number GMINV52314RBAG2473541Y

Acceptance Report Go to Acceptance Report
u P rocessed Date Submitted By Test Contractor

Email test@testco.com

= Payment Amount

Phone

987-654-3210

Fax

Invoice Date 05/23/2014 03:39:08 PM
Final or Partial Invoice Partial

Status Processe d for Payment
Discount Terms Met 30 Days / 22% 2 Days

Contractor Comments

Payment Status PAID
Processed Date 04/30/2014 - 01:02:03 EST

Payment Amount $1,000,000.00

35
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ITSS Breakout

Contractor Invoice

Breakout

Breakout ©
Disxibute the full Invoice amount 1o the sppropriata BIll Types for each em listsd balow

Item Number  Description  Invoice Amount  Amount Left to Distribute com Labor ODCs Travel Deliverables

1 LABY $900 00 $000 00 $000 $0.00 $0.00

2 LAB2 $0.00 $0.00 $0.00 $0.00 $0.00

3 COM $150 00 $150.00 $0.00

4 COST $0.00 $0.00 S0.00 $0.00 $0.00

L} FFP $0.00 $0.00 $0.00 $0.00

*5A Order Specifics
Region: 07, Greater Southwest Region
Program: FISSE
[Elill Type Breakout “es
Required:

Preparing BGO00 GSA/FAS Assisted and Expanded Acquisition (ROT)
Contracting Office
Code:

Territory:  San Antenio-TX
1& Number(s):
& Attachment{s):  File Attachments:

COl form

36
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Invoice Auto Rejection

» Effective upon CIS deployment, contractors must submit
Invoices using the new CIS process

» Direct submissions to GSA Finance will no longer be
accepted*

= Exception: Invoices for FAS OCIO orders are submitted to GSA
Finance

» ITSS or TOS invoices (other than FAS OCIO invoices)
submitted directly to GSA Finance following CIS
deployment will be identified, imported to CIS and
automatically rejected
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Data Migration - TOS

» NBA Invoices are migrated to CIS as Invoice and
Acceptance Report documents

|
Tos Pre-CIS TOS Order

e Package
—Jorder ackage . L Post-CIS TOS Order
“(lorderpac  INvoices appear itemized
e . . Package
S in the navigator o
+ _\!u\ward < @| x|
+ _! "v" d 4'-.2' T — . .
G {3 Order Package Link to Invoices and
+- ] Award (c.3) &l Order Package Acceptance Reports
( = dinvoices - B Award 2013-12348
&-Invoice 1A award [
& Invoice 2 E]ij MODs
\. Invoice 1R -
Invoices and Acceptance Reports
N All Invoices & Receiving Repa\ l £ s I
& Invoice 21280396 IAII Active Orders By PIID |
& Invoice 1A
& Invoice 2
Invoice 1R

Invoice 2R
Invoice 3
& Invoice 4

Invoice 4L

Invoice 5L
Invoice S5LR
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Data Migration — ITSS

» RBA Acceptance Information documents (matched) are

migrated to CIS as Invoice and Acceptance Report

documents

Orders - Entire Package
Pre-CIS Order Package

Next -> |

Orders - Entire Package

Next -> |

¥ Order Pack kage
» |D07140001-C

» 01 BOM/SOW

Ol Test Client_User (Exam’ _ rganization)

Acceptance Information
documents appear
itemized in package

AWARDED>>Test Project {

¥ Order Package
w |D07140045-COI Test Client_User (Examg

» 01 BOM/SOW ID07140029 - 000 Version.

| Invoices and Acceptance Reports |

Post-CIS Order Package

Link to Invoices and

Jrder
Acceptance Reports

V ID07140001 - 000 Version 00 Amendment 00 AWARDED

03 Req

03 Req for Accept (Matched) Invoice #: INV00012
for Accept (Matched) Invoice #: INV0OO
03 Req for Accept (Matched) Invoice #: INVO

03 Req for Accept (Matched) Invoice #: INV00012345

34567 Date: 2014-03-18 Invoice Amt
1568 Date: 2014-04-11 Invoice Amt
1569 Date: 2014-05-13 Invoice Amt

6A Date: 2014-06-13 Invoice Amt

$31,213.44 - Processed in VITAP
$178,691.13 - Processed in VITAP
$234,743.91 - Processed in VITAP

$178.576.65 - Processed in VITAP
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Conclusion

Tip: Help is available on each page in the system.

AASBS Helpdesk contact info:
aasbs.helpdesk@aqgsa.qgov
877-472-4877
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Invoice Status Definitions
Acceptance Report Status Definitions
Glossary

RESOURCES
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Invoice Status Definitions

Invoice Status Definition

Submitted New invoice, pending acceptance activity
Under Review Acceptance in-progress, not yet finalized
Accepted GSA Accepted full invoice amount

Accepted — Partial GSA Accepted portion of the invoice amount
Payment

Rejected GSA Rejected the invoice

Processed for Invoice has been processed for full payment
Payment

Processed for Partial Invoice has been processed for partial payment
Payment

Rejected VITAP Import | Invoice submitted directly to VITAP — imported to CIS and automatically rejected
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Acceptance Report Status Definitions

Acceptance Report Status

Definition

Awaiting Review

New invoice submission

Client Reviewing

Client Saved as Draft

Client Reviewed — Accepted

Client submitted “Accepted” Acceptance Report, pending GSA action

Client Reviewed — Partial Payment

Client submitted “Partial” Acceptance Report, pending GSA action

Client Reviewed — Rejected

Client submitted “Rejected” Acceptance Report, pending GSA action

GSA Reviewing

GSA Saved as Draft

Accepted

GSA submitted “Accepted” Acceptance Report

Accepted — Partial Payment

GSA submitted “Partial” Acceptance Report

Rejected

GSA submitted “Rejected” Acceptance Report

FSC Reviewing

FSC Saved as Pending

Accepted, FSC Accepted

GSA Accepted, FSC processed

Accepted, FSC Partial Payment

GSA Accepted, FSC processed as shortpay

Accepted, FSC Rejected

GSA Accepted, FSC Rejected

Accepted — Partial Payment, FSC Accepted

GSA Partially Accepted, FSC processed

Accepted — Partial Payment, FSC Partial Payment

GSA Partially Accepted, FSC processed as shortpay

Accepted — Partial Payment, FSC Rejected

GSA Partially Accepted, FSC Rejected

Rejected VITAP Import

Invoice submitted directly to VITAP — imported to CIS and automatically rejected
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Glossary

Term Definition

AASBS Assisted Acquisition Services Business Systems
ASSIST Assisted Services Shared Information SysTem
CIs Central Invoice Service

COM Short for ‘Commodity’, a type of task item in ITSS
CPRM Contract Payment Reporting Module

FAR Federal Acquisition Regulation

FAS Federal Acquisition Service

FFP Firm Fixed Price, a type of task item in ITSS
FSC Financial Service Center

GSA General Services Administration

IPAC Inter-governmental Payment and Collections
ITSS IT Solutions Shop

NBA National Business Applications

OCIO Office of the Chief Information Officer

oDC Other Direct Costs

POC Point of Contact

RBA Regional Business Applications

TOS Tracking and Ordering System
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